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Montana Office of Public Instruction 
School Nutrition Programs 

Annual Sponsor Application Instructions 
June 2005 

 
Access the Web Site 
Before you can use the School Nutrition Programs Web site, you must have the 
following: 

 A user ID and password from the Montana Office of Public Instruction (OPI).   
 Access to the Internet.  

 

 

If you need a user ID or password, or if you 
need to change your password, contact the OPI 
at (406) 444-2501. 

 
Access the Main Page 
To access the School Nutrition Programs main page:  

 Turn on your computer and login (as usual) to your computer network. 
 Open your Internet browser. 
 Open the School Nutrition Programs Web site using this Web site address: 

http://data.opi.mt.gov/CNP 
 

The Web site displays the School Nutrition Programs login page. 
 Type your user ID and password. 
 Click LOGIN. 

 

 
 
The Web site displays the School Nutrition Programs program selection menu. 

 Click SCHOOL NUTRITION PROGRAMS. 
 

 

Note that the computer screens represented in 
this manual are from another state.  They are 
used as examples only.  
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The Web site displays the School Nutrition Programs PROGRAM YEAR SELECTION page. 

 Click CURRENT PROGRAM YEAR. 
 

 
 
The Web site displays the School Nutrition Programs main page. 
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Renewal Packets 
Before the start of the program year, your organization must submit the following, based 
on your previous participation in the School Nutrition Programs (SNP): 

 Sponsor Information Sheet – collects information about your 
organization and its participation in the School Nutrition Programs. 

 Site Information Sheet – collects information about each site 
participating in the School Nutrition Programs. 

 
Once these information sheets are submitted and approved by the OPI, your organization 
may begin using the other features of the SNP Web site. 
 
Access Your Packet 
To access your School Nutrition Programs packet: 

 Click APPLICATIONS. 
 
The SNP Web site displays the Applications menu. 

 Click SPONSOR SUMMARY. 
 

 
 
The SNP Web site displays the SPONSOR SUMMARY – CHECKLIST page. 
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Sponsor Information Sheet Contents 
The SPONSOR INFORMATION SHEET collects information about your organization and its 
participation in the School Nutrition Programs.   
 
The SPONSOR INFORMATION SHEET page displays the following sponsor information: 

 Sponsor Name and Number  
 Program Year 
 Application Status  
 Application Revision Number 
 Addresses 

 

 
 
The SPONSOR INFORMATION SHEET page requires you to provide the following 
information about your organization. 
 
Addresses 

 Mailing Address and Street Address 
 Delivery Address – Dry and Frozen Commodity Foods 
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Contacts 
 Administrator  
 Food Service Contacts 

 

 
 
General Information 

 Type of Sponsoring Authority 
 Eligibility for High Rate Lunch Reimbursement 

 

 
 
Food Service Management Company (FSMC) 

 Contract with a FSMC yes or no 
 If yes, Name of Company 
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Other Information 
 Approval Official  
 Hearing Official 

 

 
 
Submit a Sponsor Information Sheet 
To submit your organization’s annual School Nutrition Programs sponsor information 
sheet for the upcoming program year: 

 Click APPLICATIONS. 
 
The SNP Web site displays the APPLICATION MENU. 

 Click SPONSOR SUMMARY. 
 

 
 
The SNP Web site displays the SPONSOR SUMMARY – CHECKLIST page.   

 Click APPLICATIONS. 
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The SNP Web site displays the SPONSOR SUMMARY – APPLICATIONS page. 
 Click ADD. 

 

 
  
The SNP Web site displays the SPONSOR INFORMATION SHEET page. 

 Complete the SPONSOR INFORMATION SHEET page. 
 Click SUBMIT.  The SNP Web site checks your information sheet for input errors.  

  

 
 
If errors are found, the SNP Web site displays the SPONSOR INFORMATION SHEET STATUS 
page with the error detection message. 
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If no errors are found, the SNP Web site displays SPONSOR INFORMATION SHEET STATUS 
page with the pending submission status message. 
 

 
 
Site Information Sheet Contents 
The SITE INFORMATION SHEET collects information about each site participating in the 
School Nutrition Programs.   
 
The first time you access this page during the program year for a site, the SNP Web site 
displays a blank form.  Once you have submitted information for this site, the SNP Web 
site displays the submission history. 
 
The SITE INFORMATION SHEET page displays the following sponsor and site information: 

 Sponsor Name and Number 
 Site Name and Number 
 Program Year 
 Application Status 
 Application Revision Number 
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Addresses 
 Mailing Address and Street Address 
 Food Service Contact 

 

 
 
Months of Operation 

 National School Lunch Program  
 School Breakfast Program 
 Special Milk Only  
 Split Session Kindergarten 
 After School Snacks 

 

 
 
General Information 

 Site Type 
 Campus Type 
 Site Classification (If a private RCCI, give the license date and license number.) 
 Site Administration 
 Type of Food Service 
 Vendor Name 
 Grades Served at Site  
 Attendance Factor 
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Site and Area Eligibility 

 Meals Served Second Preceding Year – the number of meals served in each 
category (paid lunches, free lunches, reduced-price lunches).   

 Meals Served Preceding Year – the number of meals served in each category 
(paid lunches, free lunches, reduced-price lunches).   

 Approved Participants Baseline Data –the number of eligible participants in each 
category (free lunch, reduced-price lunch, enrolled participants).     

 

 
 
National School Lunch Program 

 Participation 
 Offer vs. Serve 
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School Breakfast Program 

 Participation 
 Offer vs. Serve  

 

 
 
Special Milk Program 

 Participation 
 Federally Funded Breakfast and/or Lunch (If students in the special milk program 

do not have access to breakfast and/or lunch, answer the questions under either 
Paid Milk Only or Paid and Free Milk.) 
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After School Snack Program 
 Participation   
 Educational or Enrichment Activities Description  
 Site Number of the closest Area Eligible Site (Provide this site number only if this 

site is not eligible.) 
 School Day End Time 
 Snack Program Begin Time 
 Snack Program Days of the Week 
 Amount Charged to Students for Paid and Reduced-Price Snacks 

 

 
 
Meal Planning 

 School Breakfast Program Meal Planning   
 National School Lunch Program Meal Planning  

 

 
 
Collection Procedures 

 Counting Method 
 Count at Point of Service 
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Submit a Site Information Sheet 
To submit each School Nutrition Programs site information sheets for the current 
program year: 

 Click APPLICATIONS. 
 
The SNP Web site displays the APPLICATION menu. 

 Click SPONSOR SUMMARY. 
 

 
 
The SNP Web site displays the SPONSOR SUMMARY – CHECKLIST page.  

 Click APPLICATIONS. 
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The SNP Web site displays the SPONSOR SUMMARY – APPLICATIONS page. 
 Locate the desired site in the results list. 
 Click ADD. 

 

 
 
The SNP Web site displays the SITE INFORMATION SHEET page.   

 Complete the SITE INFORMATION SHEET page. 
 Click SUBMIT.  The SNP Web site checks your information sheet for input errors.   

 

 
 
If errors are found, the SNP Web site displays the SITE INFORMATION SHEET STATUS page 
with the error detection message. 
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If no errors are found, the SNP Web site displays SITE INFORMATION SHEET STATUS page 
with the pending submission status message. 
 

 
 
Submit Your Packet 
After completing all of the components of your organization’s enrollment or renewal 
packet, you are ready to submit your packet to the OPI. 
 
Before you submit your packet, you must review the status of each information sheet to 
make sure your packet is ready.  You cannot submit your packet until each information 
sheet has the PENDING SUBMISSION status. 
 
Review Your Packet 
To submit your renewal packet to the OPI for approval: 

 Click APPLICATIONS. 
 
The SNP Web site displays the APPLICATIONS MENU. 

 Click SPONSOR SUMMARY. 
 

The SNP Web site displays the SPONSOR SUMMARY – CHECKLIST page. 
 Click APPLICATIONS. 
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The SNP Web site displays the SPONSOR SUMMARY – APPLICATIONS page. 
 View each of the information sheets to make sure that they are complete and 

accurate. 
 

 
 

 

Once you submit your packet, you cannot 
make changes to your information sheets 
until they are approved by the OPI.  Make 
sure they are complete and accurate before 
you submit them. 

 
Submit Your Packet 
To submit your renewal packet to the OPI for approval: 

 Click APPLICATIONS. 
 
The SNP Web site displays the APPLICATIONS MENU. 

 Click SPONSOR SUMMARY. 
 
The SNP Web site displays the SPONSOR SUMMARY – CHECKLIST page. 

 Check the box above the SUBMIT button. 
 Click SUBMIT.  The SNP Web site submits your packet to the OPI for approval.  

 

 
 Prepared by the Office of Public Instruction - PO Box 202501, Helena, MT 59620-2501 

 


